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ABSTRACT 

This project was undertaken to develop a formal guide 
for planning foreign language teachers' conferences. This work is a 
response to the need for guidance in planning Meetings expressed by 
past chairmen of the conferences of the Hashington Association of 
Foreign Language Teachers. The project vas conducted by: (1) 
researching both the published material on the subject (of which 
there is very little) and the unpublished material (taken from the 
files of former conference chairmen) ; and (2) requesting inf ormation« 
via letter, of all state foreign language supervisors (20 of whom 
responded) . The guide, presented here, offers specific conference 
.planning procedures, which include: (1) the mechanics of organizing a 
conference, (2) location planning, (3) speaker selection and 
direction, (4) suggested committees and duties, (5) exhibits, (6) 
program planning, (7) housing and boarding arrangements. 
Recommendations for further study are made, and a bibliography, 
checklists, and sample forms are provided. (LG) 
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Chapter 1 

STATL*M£NT OF TllE PROBLEM AND PURPOSE 

• • • • 

In the ten years existence of the Washington Association of Foreicn 

Languace Teachers there has never been a complete formal written guide for 

state^ regional, and local conference chairmen. Summary reports and brief 

outline guides have been submitted by chairmen of various conferences but 

each chairman has had to practically begin aneu in planning a conference. 

For the past feu ycnrc conference chuiruion have stressed the need for a 

complete t<;rittcn guide for future chainaen. 

Each year state and regional conferences have been held in the fall 
and the spring. Local district conferences are held on a Ices regular 
basis. State conference cheirmen are selected by the president of the 
association. Regional conference chairmen are usually detcmlned &fter 
the board has approved the site locations based on membership &e lection. 
They arc normally selected or approved by the school district te<;iJier& 
hosting the regional. Tl^e author ot this project was co-ehairwan of the 
Lynnwood, Washington, regional confovcncc March 15, 19/4, and is co-ch;-ir- 
man for the state confeience October 11 and 12, 19"/A, in Seattle, Washing- 
ton. The need for a guide becaa'i more apparent fiftcr reviewing thu twenty 
letters vecuived fro« otate fovei};u language leaders in response to a 
letter rr questing their Input as partial research for this project. Only 
two stales hzd ttomcthlng substantial to offer and eight requofited a copy 
of the cor.\pletcd projc-ct. 

In the past, rUatc- conference chatviacu were colle(,e personnel or 
district coordinators with r<jHtively u.orc Lu"i during the day foi iclc- 
phoning and weetir.;;s and coUer.e porcotis hcc'. access to the SCAU telephone 

) 
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eystcm. Ihin year the conference is being chaired by t^^o persons: a college 

professor anJ a necimdaiy srhriol. teacher* It is hoped this guide will be 

|:osnplctc cn%>ugh to oncountgc mure secondary school teachers to participate 

as ehaimcn of state^yidc conferences. UKimately the aim of this project 

wan to nakci the ashl^uricnt of conferrnce chaintian easier » more enjoyable i 

and in turn» note successful. The guide was desigm^d tnore with state 

confcrcMHcr^s in inindi but planning for regional and local conferences quite 

closely parallels that of state conferences but on a smaller scale. Special 

mention will be laade when the differences are more apparent. While this 

guide is written primarily lov the state of Washington » it could serve to 

be useful in other staice^ as well. 

Definition of key terms: 

Regio nal Conference: io usually a on'^-day conference preferably 
scheduled on a v^lrXQ in-service work day. It may last two days 
iA v;hich casr: ovorn£p,ht accomodations must bo made. A regional 
conference itwclves several school districts. 

3i^?£l C(j}^fcjTnj!Q; is often designed for one or more school dis- 
trictr., is callrd an in-scrvico workshop, and mr*y last one oay 
to once woek lor several weeks. It is normally nchedulcd for 
after-ychoo). hours or on Saturcw^ys. CoilcRO credit or in-serv- 
ice credit is sometimes tv.?nrdcd. The workshop may travel to 
vlificriitii. uchuoi disuiicts or it could bis called by any group 
of teacher;*, held locally, and ha more informal in nature. In 
any case many o£ tha suf^gestions in this guida would apply to 
local conference. 

There are nemo limitations which should be considered when evaluat- 
ing thid prcject. In the planning stages of this guide it was decided an 
<watcT.,'t vouM be lu'iJe to research all available infcnnation on contcrencc£^ 
designed npoclffcaDy fcr foreign language teachers. Ir soon became evi- 
dr^nt that theio a limited amount of information published on the spe* 
clfic tuple. One irKccilcnl publir.hed docuiuent was Identlfiec! aut all 
other i^oui'Civt are ui^puuU r>hi: J £un;mavies, outlines, nQt%^2*, or relatcu 
Ot^cuwci'Ts foun ! iu tr.e fiJcf of lonier conference chaiiinen. 
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Secondly, only tvcnty states icspondtid to the letter requbsting In- 
put for the project. One is hesitant to assume the other thirty had 
nothing to offer. 

Ihe third liinitat:inn tnight be the fact that the author has not 

ac;t.ually experienced the upcoming state conference privT lo the completion 

Uatc of the project. Three factors qualify this limitation, however: 

1. A directive from the association president stipulated thau 
the location, theme, progrnm outline, and keynote speaker 
hnf'i to be dcLetmincd by June 1, 197A. A roii^^h draft of the 
pronr.un wan presented and appn-vcd at the May 18, 1974, 
board mcetinn- 'i'hc chairman and co-chairman have been con- 
tinually planning the conference since November, 1973, and 
will continue to do so until after the conference. 

2* The author vius co-chairman of a one-day spring regional 
conference March 15, I07'\t the planning of wViich began in 
December, 1973. Tl\e state conference is a tv70-day con- 
ference involving quite similar tasks buw on a larger 
scale, 

3* The author had the fortunate experience of attending a 
natioufil ccnfercnco for foreign languA'ge teachers in 
November, 1973, in Uoston, Ilacsachusetts, and acquired 
vnluivblc inforr.ir»ticn from the directors on how to plan, 
iinplcncnt, and evalu,ite a foreign language teachers coo' 
ference. 
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Chapter 2 
REVIEW OF LITEIUVTURE 

D'jP to the nature of this project, a review of the literature may 
register slightly askew .rota the norm. The investigation began in October, 
of 1973« when the author, as recording secretary of the Washington Associa- 
tion of Foreign Language Teachers (WAFLT), recorded into the minutes a 
statement made by Dr. Fetcv A. Eddy, chairman of the October, 1973, state 
conference £or foreign language teachers. "It would certainly be helpful 
to future chairmen if there were a more complete guide to planning these 
conferences." (1) Soon thereafter, the author was asked to becume co-chair- 
roan of the October, 1974, state conference for foreign language teachers. 

A more con ;entrated effort was then initiated to ressarch the pos- 
sibilities of writing such a guide as a graduate project. First, a review 
of all records of the Association, which originated in 1964, was necessary 
to locate any and all references to the subject. Primarily, recording sec- 
retary minutc&^ and interviews with past chairmen were used for the study. 
Several sunmary reports, references made in the minutes, and informal checU* 
li&tb were found. Careful notes were made and files ware begun to assim- 
ilate this infonr.Ation\. 

Concurronr. with this activity, cho author attended a national con- 
ference for torcicii language :eachcrs in Boston, Massachusetts, in November, 
1973. V.'hilc in Boston the rcscarchnr interviewed Mr. Warren C. Born, Direc- 
tor, CMC Olcarlnchousc on Languages and Linguistics. lie agreed that more 
could be vrictca on corrcrcncc plt«nning and identified an excellent source, 
Dovolopln:: the roroi?".n Lr.n.^Minnc Ar.sTci ntlon , as che only such document 

4 
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recorded in the MLA KUIC. (2) It Is a guiae to developing state foreign 
languuisc teachers associations and includeu a good section on planning 
conferences. Indeed, it becnme the primary source for this project, 

Karlier reference to the need for a complete written guide for 
foreign language teachers conferences in this state appeared in the WAl'XT 
minutes in October of 1971. A quotation from Dr. David Benselcr, W/iFLT 
state coiifcrencc chairman of 1971, read: "David JJenscler suggested that 
regional and state conference manuals be prepared or revised with guide- 
lines fov future conference planning." (3) Upon speaking with Phil Baudin, 
1970 conference chairman, the necessity for a guide became increasingly 
apparent. As another investigative measure, more notations were made based 
on the personal experience of the author as co-chairman for one of the 
state's three regional foreign language conferences in March of 1973. 

After a cai'eful study of WAFLT records, it was decided to further 
exploits the issue by sending a letter to all state foreign language super- 
visors. As mentioned earlier, twenty of the fifty states responded. Those 
states* i'.atvd in order of response, were: Ohio, Oklahoma, Florida, Wew 
*/ork, Mussachusftts, Kontona, Arkansas, Virginia, Illinois, Minnesota, 
liawaii, Kov/ Jersey, Connecticut, Kansas, Utah, Mississippi, West Virginia, 
Wyomiui^, lievada, ond Mwyland. The responses from Minnesota and Wyoming 
were of most value. KrnetJt J. Mazzone, Director of Foreign Language 
Education in the state of Massachusetts replied, "Your project when com- 
pleted will indeed fulfill a need we are all fully aware of. Unfortu- 
nately most pla'aiiin..* fcv conferences is done on a day-to-da^ basis founded 
on pHS<. experience." {k) Duane Jac/.son of ^:ontana noted, "The project 
about which you wrote Moy 13 certainly seems worthy and your finished 
produc\, onould prove to be valuable to chose involved In planning 
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conferences." (5) Firtcen statca expressed the lack of any such guidelines 
available to their knowledge in their states. Eight of the respondents 
requested a copy of the final proposed project. 

The main scurccc for this study have been enumerated. To complete 
the reuearch, the author accepted the ascignroent of co-chairman for the 
197^ WAFLT state conference. With the vast amount of time and effort 
expended in that project aloiic ( begun in November, 1973, and continuing 
through October, 197'0 little additional ovidonce is needed to show that 
the following project will be of lasting importance not only to the 
Washington Association of Foreign Language TeachfcA'S, but to others as 
veil. 
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Althoutjh in moat cases literature I'rora published sources is con- 
sidered superior by many experts to unpublished material in terms o.f 
validity and amount of research, it is believed that the unpublished 
material used here as reference is of equal importance in this project. " 
The guide is to bo of use primarily in the state of Washington and thus, 
all reports of past conferences in the state are more likely to be of 
greater authenticity and value to the author. The practical experience 
of planning a legional and state foreign language teachers conference 
added considerable credibility to the project and offored heretofore 
unknown information, knowledge, and insight into the trials and tribu- 
lations of planning a conference. The added experience of a co-chairman- 
ship in both cases provided a new dimension as well. 
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A GUIDE TO PL'LNNIKG 
FOREIGN UNGUAGE TEACHEI13 CONFERENCES 

The following checklist is a compilation o£ personal experience and 
research infonaatiou used in this project. The purpose of the checklist 
is to give the chairman a worksheet to be used in the initial planning 
sessions, as a reference guide, and as a final check prior Co the actual 
conference. It may also be used to partially evaluate the conference and 
evoke recommendations for the next conference chairman. Some items may 
be more or less appropriate according to the type of conference. Descrip* 
tivc elaborations appear on subsequent pages which help clarify the items 
listed. 

The guide is designed to allow easy removal of the checklist and 
other appropriate pages for photocopying and distribution to the respec- 
tive committee chairmen so each can have his own copy of instructions. 
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CONFERENCE QIECKLIST 

1, D ate and Length of the Conference 

II. L ocation 

prioritize needs 

identify possible sites 

o bserve selected possibilities 

check facilities 

select site 

o btain schematic of conference area 
satisfy any written and/or oral agreements 
d etermine limitations, rules, and regulations 

III. T heme 

check past conference programs 

check current trcnUs in foreign language education 

IV. K eynote Speaker and Other Speakers 

check past conference programs 

check current trends in foreign language education 
check budget 

read current foreign language journals, magazines, and 
newsletters 

confer with board members 

select speakers 

secure curriculum and biographical vitac 

V, b oard Kecoismondations and Approval 

d ctcnninc procedural agreement with board and president 
VI. Filinr, System 

if; 
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^ Suggested CouniCtccs and DuCics 
e xhibits 

commcrcial/tcachor'preparcd 
p rogram planninc 

check past conference progranui 

check paat conference reports and evaluations 

survc I's . interest inventories 

d etemine i;oals and objectives 

check budget 

confer vith leaders for suggestions 

e stablish filing system 

session chairacn 

k eep time, assist participants, select 
recorders, attendance checks, thank-you notes 

rcR istratioVraerabcrship 

___pre-ref;istration, nailing address, packets, crew, 
registration tables, signs 

c omplindntarv tickets and rcoras 

d etermine for v;how and for what 

)ublicity 

city and local newspapers, radio, t.v., school 
superintendents, school bulletins, state school 
bulletins, n.;tivnal journals, state foreign language 
publications, nt;ards presented, photographs 

_,printinc 

___rcgi St ration foms, program, tickets, name tags 
check v?ith char.ber of conimcrce 
chccV. with school district 
chock with site officials 
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;sestcd Committees and Duties cont. 
^nudio-visudl 
r equest iotuA 

list equipnent ncoUed and where it can be obtained 

p lace to store equipment 
^meals and refreshmencs 

luncheon ♦ banqucti coffee breakSf no-host social hour 
^hospitality 

d ccorafcionSi check \vith site officials 

k eynote speaker and other major speakers/guests 

c heck v;ith chaaibcr of cotnmercc and consulates 

check with school district 
^entcrtainracnt 

for major out-of^^town guests 

c heck v;ith chanbcr of comxacrce and consulates 

for conference 

for conference participants 

check budget 
^awards 

solicit nominations 

invcstisatc types of ax^ards and determine costs and 
tirae 

select award v;inner(s) 
select cward style and inscription 
p resent award (who docs it, publicity^ photofiraphs) 
^facilities 

troublcshcotcrs 



I 




BEST COPY AVAII.ADIE 

Vlll. Annual Business Meeting 

nficnda should bo publishod in advance 

IX. P rc-Confcfcnce Gct-TofiGther 

K. K valuation 

d ecide on ROod form 

d ecide on method for collecting forms 

select coiTjnittec to tally results 

evaluate and sunmarize conference in terras of the 
goals and objectives stated 

p repare suniuary with suggested rccomruendations 
XI. P ublishod Proceedings 
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TIU; ::eCUV.;IC<; or cnGA::i21!:G a COXFUIXNCEj "a Clocer Look" 
S n:'.?nr.ry S t.".tfr:-nts of Conference Clinlmnn Actlvittcn 

I'hc str.to confcircncc chnlm.in has been described as Uavins cjiccufcivc 
ability, uidc cont^ctb in the state, nnd t;hc talent to fuse the cfiorts of 
D^iny proi'osnion.ils in n nnjor operation, (1) To find such a person re- 
quires careful consideration on the part of the president of the associa- 
tion. An alternative to havinc one chairman is the possibility of having 
two chairr.cn. Each chairnan could represent a different sco&raphic loca- 
tion to ensure a creator conununi cat ions mifcwork. Lons-distoncc tolls would 
be rainiciised soir.c*Aat and there could be an increase in the possibility of 
greater participation in the conference by mcr.ibors tnorc videly distributed 
throu3hout the state. Tlic co-chaimcn could also represent different levels 
of instruction. The disadvantage of a co- chairmanship is the inconvenience 
of one or both of them having to travel in order to raoct. On the other 
hand, the duties of the chaivr.en could be divided and shared. Some of those 
duties arc listed bclou: 

1. Dctcrrnnc tho dr.tc cvd length of tho conferor.cc . This can 
be dene by chccl;in3 the tstate calendar for in-service v;ork 
days. Or, if the conference is ref;i<^nal or locnl, con- 
sideration ni^'^t be jjivon no c'Dproprir.teness in tern'? of 
teacher vorl; Echcuulcr> r.nd distance of farthest partici- 
pants. The president and board v;ill help with the decision. 

2. Dctorrlnc th? ! ccr. tion of tho confcrrnco . Sucsestions for 
this project follow on the ne:;t fc; pii3cs. 

3. Select n thor.o . Tliis c;;n be done in conjunction v;ith the 
president r.nd bor.rd if desired or a corjnittce designated 
for the tr.r.k. 

A. Select .n l-.oyr.oto r.-K .:/.cr .. This involves not only initial 
ccru-"t.inic.*.ticn ll'. I'r.o sncr.!;cr but all succccdinr, corrca- 
pont'.cnco. lIi!.V.f.>r ti'.o clir.irnr.n or r.n r.ppointcc io ros- 
ponsiblc Tor the "clfr.re of the r.pc.-*.;er before, during, 
atu^ after the conference, Selcctio:. of a l;cynotc opoaUer 
is subject to beard approval. 
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5. Select nr!u*r nnjor npenUcts v;ith approval of board and/oy 
rvcslclcnt.. 

6» Selc^ct crrnittces rnd chnlmen t 

7. St't tlno fichrdtilo for plnnning conference. Check vlth past 
chalnr.r«n %;;;d records of currc^p^^^^^^^^ ^^o^ last conference. 

8. Coor(!lncr:c cifrrsn v}[th nltc official?; . 

9. Subnlt prc^rrn roityth drwnft for board approval. 

10. Pir.n nrc?r;r, , Tliiri can be done Hy cociraittec if preferred. 

Plnn btkl-.^'t . In plamiing the confcrenca it is vital to ahn^ys 
keep the bucicet in tnlnd. Send a travel and per diem reimburse^ 
went invoice to general session speakers and i.»ain speaker^; at 
the banquet r.r\d luncheon. Reactors and discussion leaders do 
not receive tr.^vel, per ^ic^^, or ho^iorarium. ^^^'All expense 
sheets nust be signed or othor:i??.S2 authorised by the conference 
chairu::n before goinj; to the treasurer. 

12. Ha i n n a i n c c r. u n i c a t i o n . As an added precauwion it might be wise 
to give all participants the telephone nur^bnr o^ address of the 
conference chaiman. 

13. Check v;ith stnto forolen Vaneunj^o lenders . After the rough plans 
arc made for the prograni it would be advisable to share them 
vith leaders in the state v;ho might be able to suggest possible 
participants frora within their areas. 

14. Kotifv nrr?rr.n nir.nners og nublicntion deadlinos . In ordi^r to 
have publicity/ about the conference in state-wide publications, 
it is importr.nt for the program planners tc know of deadlines 
for publication. 

15. Coordlnntc nl 1 conntttcns ♦ 

16. Select infornation officer . ITils may be optional but It Is a 
good idea to have sonoone at the conference besides the chairman 
who can offer assistance to allow the chairman more freedom. 

17. Sec to it that follow-^up conflrnntion notofi are sent in time to 
participants bcicrc the state conference with their time, date, 
and topic as listed in the progr.im. List their duties and ask 
for any audio-visual requests. A copy of the program might also 
be sent at this tine. 

18. Assign co-.p] i-.cntnry roor.f? to appropriate persons. 

19t Cprnir,^'; i > Usually the conference chairman takes part in 
the opcnin;; procccoinns of the conference to give directions, 
instructions, and other announccr.ents. 

20. Veri f^/ hntol hi 11 r> for luncheon and banquet. 
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21. <?rttc thnnU-you note'. . The seKoion chairmen of the prosr.ntn can 
write thos': particip»ints in their sections, Tbt» unfcvcncD 
chaivtnan *l responsible for thanUing major spc.ikcr.! , coiiinittec 
chainncn, &e^.:ion chairnen, and a.iy other people oC major impor* 
tancc to the conference. 

22. Conforore o Si:rr.vL ry Ucport * A final report to the next chiirman 
is neccssiiiy. U should include such data ass numb'^r attcnd- 
i!bS conCcrencc, list ot those in attendance, nur.'.bnr of new 
nc'inhfirsb^pN, list of resource people, evaluation tallica and 
conunents, o budget su'.mnary, nnjor correspondence, important 
fllc'^i, r.i\(] af^/ necessary pcrsoi^al conincnts, suggestions and 
evaluu'kiwua. 

It is important .or the •hairwan to sec to it that thini^s &rn moving 
Along as closely to the planned time schedule co possible, ideally, the 
chairmn is "visible" on conference day and in a position to view the con- 
ference more objectively « as a participant equal to the others. If things 
arc planned appropriately this will be the casM. Of course, the chairman 
will do any necessary final checking before, duringiand after the confer- 
ence. 



LecJtion of Conference 
Aniong the first major itcs:s on a chairman's agenda aft.^r the date 
and Icngeh of conference have been established is to locate a site for the 
conference. For a statc-wii!<i jaQCting thia-shvuld be done at least a year 
ir. advance to insure that no conflicts with other planned conferences will 
occur. v;hen planning a state-wide, two-day conference, the following are 
some ♦■.hint's to consider: 

1, Priori t.i:v? ncTd-^ . Decide vhnt is most important when con- 

siderinc the location. Keep in nind such things as, ccntrality 
of site, is it fairly easy for the majority to locate It, is it 
largo enough to house Che na^ibor of people expected, is the 
general acssicn rocn lar^c cnoi:.?h, are there enough break-out 
roo;::s for cr.c:ll di:;cu5Sions , are the rooms fairly sound-proof, 
v/ould there be cnou-h chairs, vhnt is the price ranr.e for 
luncheon unci bin.iuct, vhat is the menu, what is the sound 
.systctn li't.c, •..•hac ic the rocai rental, and are the parking 
facilities adequate. 



oo 
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2* • !tH'»titv pr>fiy.t bh' filtc n. CbceU to sec where past conference's 
hnvo bci-n IniUi, V.ckn a list of tlroftc placen nnd odd it to any 
from other sources such as the telephone diicctory* 

3. pb r. c r VP po r. *; j b 1 1' r. ite r.. It is ndvlsable to take someone <;long 
for i.u>i-i? input wht-n chccUinR out the possiblittes. To expedite 
the (ibbervntions it v;ouId b& hclplMl to take a notepad v;lth 
the list of priorities. 

^* ''>ftcr considering all factors necessary, it is 

tiint? to i:ia!'.c the fin.-'l decision. If the timing is right, the 
situ jjhoulrl be approved by t\\(i board nt one of itc inectinjjs. 
If not, cither by icitit^honc cr letter, the board :;liduld appiove 
the site. 

5. 1)5 ".euf.^ (Ir^ tJilr. vith^sito officials. The conference chairman 
should ;.K'ct \;ith the official in charge at the site at lenot 
once or t\Acti during the initial stasus of planning and tlnn 
fiRiiin once o** tvice before the actual conference. It is 
csr.cntial tnvicrsj^ nm' ar all tiir.es which services will be 
billed to the association. A written contract of a^U business 
trani.actionc and jjgroemcnes should be kept on record by both 
parlies, be r.crtain site officials hovo all necessary addresses 
and pliont-i nu'.i.bers for cca»unicat^on. 

^» ReRio n nl ond local niter.. Bcridcs the afcreraentionod, there arc 
soiac additional itet.ts particular more to regional and local 
conforenccfi. Tlie chairman should chock to see if it is neces- 
sary to have signn posted directing traffic to tha sHe and if 
so to find out city or county regulations rejjardinr, the posting 
of si^ns. It is important too, to check vith the kitchen crew 
If there is one to see what arrangements need to bo made. 



*I'ov n convcni ot-tt t]KcV:llst sui.imarizin^ the above sucficstions 
consult //>p{*iKU.N I. 



on 
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Titctno 

Tlic president: u£ the as&ociaticu and/or the chalraan and the board 
dct-.fimlnc the theme o£ the cuttfcrcnce quite early in the planning fitancG 
o£ the conference. Most of the time regional itud local conference leaders 
are left to their own discretion rcsardlng the theme. Ulicn deciding on 
a theme for a confctencc the following chechpoints might be considered? 

1. VUiat vjere the themes of past conferences? 

2. What Are the current trends in lorei^gn lansuttge education? 

3. t-Hint nvc the theui&L^ of other conferences being held during 
the year nationally, and ar state, regional, and local levels? 

A, Keep in r.ind what might apply and appeal more to the people 
located in the area of this particular conference. 

3. The title should be clear, coiKisc, and to the point. 

6. A slogan is often added to a theinc. 

As one noted foreign language leader once stated, v;hatever the theme 
or slogan is, consciously carry it throughout; the confercncc--don't just 
select it for the purpose of having something to put on the program cover. 
(2) Quite often the theme xn part determines or narrows the field for 
possible hcynotc spc.V.;crs and pro^rem topics. 

Keynote Speaker nnd Othtr Mnjor Sr o»iUors 
Bestidcs the information given in the outline preceding this entire 
portion of chapter three, there are a few pointers worth ucntioning: 

1. Dc sure to consider nny honoraria restrictions or limitations 
in the budget planning. 

2. If a speaker's expenses ere to be paid, ask hiR if ho prefers 
to estimate oiponsop in i.dv.tncc, so that a clicck can be issued 

at once. If a statctp.eut is to be sent later, inquire tact- 
fully if he needs any advance pa>T.jei»t . 

3. Arranne for ovornif.ht acconodatlons vhen needed. Sonet:imes 

It is por.r.iblc to hcur.c ihc npc.'J'.ffn t;ith p^nhcrs ot" thu 
board lor cKOinplc, to provide a r.it^re personal touch. 
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k» Try to obtain the titlo oi' presentations, photographs, 
and other nocoaisary informtition in time for vciriouo 
publicity roluuoGU. 

5. All proviuions risnurinf, the welfare of the opoakere before 
'And after the oonfor«»ic«j luuat be carefully arranged. 

6. MnUe it clc.ir vhat expcnoca will be Resumed to all con- 
fcronco ptuaiciprvnty. This includes transportation 
milcugo vl;c-:i di'iving, toll feras, and any other ojjailor 
expenditures, 

• 

Board Rocorcendationa and Aprtroval 
It should alv/ayn bo agreed upon thot the board ifiembers will be 
asked to asaist in tJio conference in some capacity and that they should 
conpl- if possible. The board and/or president should be involved in 
all laajor decijions wuch as conference site, date, theme (except perhaps 
in regional and looal conferences), keynote speaker, oudget, program 
content and tir.io schedule. Check to see what requirements must be met 
before state in-service education funding is awarded. 

Fililnr^ Syntom 

A filing system should be ai-ranged by the conference chairman soon 
into the pX&nning stacos. One way that has proven to be effective in- 
volves sozae cost but is well worth the investment. Light-weight stui-dy 
plastic letter files ai-e available on the naj-ket with space for about 
fourteen filing folders when filled and are easy to store and transport. 
Regardless of how the files ox-e kept or where, the following might serve 
as suggested areas in need of permanent filing: 

1. A fiJe marked Current cou]d contain matters needing 
attention in the imiuodiate future, 

2. One marked uotc-s might be handy for miscellaneous 
nolatlci.;. !.;-iuo ill a harrifd fa.;hion or on paner of 
all different siies and shapes for later compilation. 

3. A file fcr IL^I^i^wi^/Ul^!^^ of potontial conference 
cvnti'ibutor.'j iu one of tine noist important files. 
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A ,Conf c ronf?o l)iin^ctory listing all those who participated 
in the conrorcMico in any way is a very valuab,Tc file for 
futuro chainnun. 

^. RiKlKot ia one of the main areas where organization counts* 

6« Kor Gtate confcroncos it is fjood to have a file with items 
conccrniug the Con frrenGo Site ; menus i registration cards 
and/or ror,crvfttion cards, advertisements, brochures, room 
rental infoi'mation, and floor plans. 

7# .Com:riunio:>ti.on to Conference Chairman should be separated 
x'ro;!) otiior mrdi. 

0. ConmunlcMtlpn from Conference Chairman should also be 
filed ^»epa rarely. 

9. A list of all incoraing and outgoing mail and telephone 
calls concerning the chairman in the form of a CorriiTiunicu- 




tion Rocoi A helps speed actcntion to important information. 

10 . State Cha pt ers of Hational Foreign La n. ^uaf;e AsscciationB 
cuch as the A*nerican associations of the various foreign 
language groups and other related groups who will be appear- 
ing on the program might also warrant' a file. 

11. Re alia such an brochures from travel agencies and advertise-^ 
laents for travel and study-abroad programs should be kept 
for the duration of the confert-nce and perhaps forwarded to 
the next chairman. Newspaper, Journal, and magazine clippings 
with articles of possible relevance might also be included 
here. 

12. RciU£^)\ Dr^.f to of the current program should be filed. 

I'^S^l.^KPrfJl^ their printed form and conference chairmen 
reports are a3.so essential. 

11;. Soinooue i^hould have a published outline of the History of 
the Ancociaticn for reference. 

11). H era titration forms and letters need to be kept on file. 

l6. A file for Publicity may also be needed. 

17» All correrence ihairmen should have a List of Exhibitors ; 
both potential and active participants. 

18. A file is needed for f. valuation Forms and tfiillies. 



*Con.^iult Avpenuix II for saa;plo forms that might be kept in the 
files. 



ERIC 
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Suny.osiicd Cotronitteos and Dutlus 
Soroe conCcronce chairmen prefer to dcsignntc all committees and 
appoint chairmen iuimcdiatcly during the initial planning stages of a 
conlcrcncc and these people arc then responsible to the chairman. Other 
confcrciice chaimon prefer to make appointments later in the planning 
stages, to limit the number of conunittecs per se, and to relegate respon- 
sibilities themselves when the nacd arises. They believe it is easier 
this way to be aware of the course and shape of tho proceedings as they 
evolve and they have a greater control of what happens. Regardless of 
the system, the following areas reprasent the major cousideraticas in 
organizing and implementing a conf^renca aud should receive attention 
during all stages of planning. 

Exhlbirs: Coimercial 

Confcroncc-goers look forward tc seeing the latest publications^ 
realia, and machinery available and the appropriate companies are eager 
to have sc;;ool district representatives study their offerings with a view 
to possible purchase. Book companies, electronic equipment businesses, 
foreign travel organisations, and foreign language realia dealers arc 
among those particularly interested in exhibiting. (3) Some companies 
are unable to send representatives to the conference but are willing to 
exhibit their catalogs. 

Notice should be given publishing comnanies well in advance of the 
conference 3t:2ting the contact person, location and date of conference, 
cost to exhibitors and the theme or perhaps a copy of the tentative pro- 
gram. Kach conference chairman should have n list of exhibitors who have 
attended pant conferences as well as a list of potential exhibitors. It 
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Is important to not overlook local firms having an interest in the associa- 
tion of foreign lannuncc teachers. (^0 Community groups or individualii 
may wish to attend the conference or provide sometViing for it: restau* 
rant and cafe pevsonncli personnel from consulates, and foreign language 
clubs organized for all people interested in language and culture. Com- 
mercial exhibits^ registration fees, and membership duos are the chief 
sources of revenue for the conference. There are often several teachers 
meetings on the same date and therefore competition may be tight in getting 
publishers * representatives. 



The following are additional points to remember: 

1. \/ork out a plan for the physical nrranftctncnts uf the 
exhibits. It is advantageous both for the exhibitors 
and the teachers if the coffee-break area and exhibit 
area arc in close proximity of each other. For the 
exhibitors this provides optimum exposuro to the teachers. 
Thf* tcacher*5 find it convenient because they do not waste 
time looking for rooms. 

2. Determine source uhcrc the t-xhibil: e q uipne nt will be 
ayailr,b3e such as tables and extension cords. 

3. Determine the si . ^ , ^ , pf , oxhlhit rr.bles , 

4. Arrange v;ith program chairman for a specific time for 
those attending to see exhibits. Usually exhibit 
times are during registration, coffee breaks, lunch 
breaks. Exhibits are al\;ays on display, however, for 
those who may wish to forego a meeting session. 

5. For a major conference, the second noticr? to exhibitors 
should be a letter requesting confirmation of exhibit 
and requests for any special audlo-vi sur. ■ equipment. 
Dates and time for set-up and disMam.ling could also be 
stated. 

6. Check the location of outlets to see if extension cords 
v'ill hi: necdw»d. 

• IL^2il^'lLJiilUilf;X5 should be ns5if;nod in the order of receipt 
ol con tiiT.ui Lions. Exhibitor's bootac; chould have nun- 
bora vir^iblo. It ic sometimes helplul to list the bootl^ 
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number nlonr.sido t:he oxhibitor's name in the program 
Cor easy ldenli£lcalion« 

Arrnnp^c for exhibit roo:r.s to be unlocked in time for 
exhibitoru to mahe preparations* 
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Exhibits !' Tcacher-proparcd BEST COPY 

Tcachcr-prcpnrcd matcrinls arc always interesting to conference* 
goers who aro trying to find an easy, quid; answer to some o£ their 
teaching concerns. The materials can be to look at only, or to tn!;c home. 
In cither case, someone should be on duty to see that things are not 
taken without pcmiission. In order to obtain teacher-prepared naLcrinls, 
the chairr.m should solicit them in a letter to all teachers, to district 
coordinators, or by telephone. 

Affer it is determined v;hich teachers wish to display material, 
offer hand-outs in Khvi form of dittoes, or perhaps hang posters, it is 
important to have someone in charge of arranging the v;hole display In an 
area close to conrtcrcial exhibits. It would also be an added attraction 
to have a bibliography available for teachers in this area listing; all 
types of reference sources for help in teaching the various languages. 
These sources could be commercial and/or from teachers who arc willing to 
share ideas and materials. If dittoes arc to be available as hand-outs, 
it is important that the contributor give necessary information on the 
ditto so other interested ceachers might later contact this person for 
additional explaiuicion if desired. This is true for all display materials 
unless the lnd?.vl«ur.l is present at the display. It might come in handy 
to have a dujilixatin^ machine available and an operator who can raalce 
additional copies if and when needed. Notify contributors to bring ditto 
masters to the co.;fcr?ncc. Advise teachers where the photo-copy machine 
is if one is available und have change available for its usage. Ample 
time roust be provided to view all exhibits by the end of the conference. 
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Prop.r'nm Plnnnlnn 

Tills is by far Che tou&hcst, longest lasting contmlttoo. A year is 
usually needed to prepare adequately Cor an annual meeting nnd four to six 
months for a regional. It is worthwhile in the long run to attend to as 
many things as soon as possible to avoid last minute headaches. Planning 
the program is usuaUy the chairman's main responsibility. It is often 
easier for the conlcrcncc chairman to plan the overall program himself, 
calling on individuals for advice and consultation vhen needed. If there 
is a co-chairman the two should meet on a regular basis of once a week 
during those periods ;;hen there is a large amount of decision making. Con- 
tact by telephone can be made v'hen no actual meetings have taken place. 
Meetings should take place at the location site at the beginning, middle, 
and end of the planning stages. 

*To begin plannln?. the pro.';rjm consider some of the follox^ins 
suggestions: 

1. Rcvicv; past conference protramc, chairman reports, and 
evaluations. 

2. Review current trends in foreign language education. 

3. Interview pr.st cc;;fcrcnco chainr.on if por.siblc. 

A, Onecxlucator remarked that conferences baaed on teacher 
needs may present notivational problems, depending upon 
whose definition of "need" is being used, that of the 
chairman or the teachers. (5) 

5. Try to survey the interests of teachers in the state or 
in a few districts to help determine possible conference 
proijraro topics, 

6. Detcrr.jiue conference program goals and objectives. 

7. Always consider the thene when selecting program topics. 

8. Plan a tentative bu'Jr.ct. Consult previous conference 
budgets. 

9. C\\cc\: with the board after the prcliriuary prosrnr 
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outline is made. Ask for names of possible participants 
from the board and other state, city, find local foreign 
lanBvi.'Mie leaders to form n list of resource people. Keep 
this li»t for future chairman. 

10. Bogin a filin'? cystoffi to keep s. record of all ideas, 
people, date/, nancs and addresses, past programs, and 
rough drafts. 

Many conferences tend to nssunc the aura of "sameness," each one 
being much like the last. Tlie typical forract involving speakers, dis- 
cussion groups, and small sessions is an effective way to disseminate in- 
formation rapidly. The "lecture typo" approach sometimes, leaves some fchins 
to be desired. Many strategies have been developed in the past few years 
to enl.r.nce the effectiveness of conference activities These revolve 
about the idea of active involvement of the audience in some way. 

A workshop forraat can provide activities such as learning how to 
perform dances, prepare food, make slides from cutouts, make festive 
decorations, build puppet theaters v;ith puppets, sing new songs, design 
learning activities, and prepare and use audio-visual aids. Problem- 
solving techniques can also be utilized, A "hands-on" display is often 
interesting end helpful. Involve students if possible. 

Ask pa4.licip.mtd lo ci.hancc their presentations with audio-visual 
aids, to have hiiud-outs if possible, and to experiment with the seating 
arrangement to insure a good feeling among teachers. A large circle- 
provides leSs formal atn^osphere and rllows everyone to see each other 
and the speaker. If a group is small enough perhaps each person could 
identify hinnclf end his school. Allow time for discussion and questirn/ 
a:-sv^cr scs&ioni . As progr.nm plnnncr try nluays to strive for a little 
creativity. It could bt- laat creativity that sparks the enthusiasm nt 
the confcrcnco. 
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When nlflnnln ^ the prop,rnin schedule consider the following: 

1, The nur.bcr of r.nnll-r.ronp nrssiona within a Riven time 
period depends on the cj'.pcctod nttcndnncc ficure and the 
size and rjaount o£ rooms or cpaco available. 

2, Strive to achieve a bnlnnco of offcrlnr.s in small-nroup 
sessions to allow for lansucjcc, and interest level 
differences. 

3, Rcnerabor that there are teachers vho teach more than one 

^* hqvir should be provided normally for small-nroup 
sessions to allov; for questions and answers. 

5. Be careful not to overload a snall-p.roup session with 
too m.nny s ocnl -.ers. Allow enoush tiwc for adequate pre- 
sentation of the subjects. 

6. If a tv;o-dny conference is planned allow for some repeti- 
tion of exiiccted popv.lnr sessions on the second day. 

7. The second day could be desisned more for inini-worUshops . 
Space could be provided on pre-rogistration sheets for 
preferred workshop choice to help predict attendance and 
interest level. 

8. Sch'.' clulc the hcr.lnnlnr, of the conference so most people 
can cosily nrrivn on time . 

9. Sparc p.nnornl se s sions evenly between small-nroup sessions. . 

10. Care should be exercised to avoid overvjhclmin^r participants 
v'lth an overlo.'^ded pro[»ram vjhich leaves no time for in- 
formal visits with colleaf»ues or relaxation. Sufficient 
tir.c should bo left for coffee brcahs and before eat ins 
enc.^^ncrr.onts in order for people to freshen up a bit, view 
exhibits, chansc clothes, or chat with friends. 

11. Provide for scsnrcns ccndtictod In the foreign lanp,uano . 
The /W'iT sessions %;ould be a \ic>turally appropriate time. 
Special \;orI:Qhopn, if planned, mlfiht also be conducted 

in the forciiin lanr.uafjc allowing for active participation 
of conference attendees. 

A conference progrnrn should provide beyond what au individual can 

usually Gain fro:;, his own school or district. It should be practical, 

stimulating, and v/orthv;hlU' to everyone. Some of the points to remember 

in planning n successful conference program are;l. to use a systematic 
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approach, 2. to Involve as brond a spectrum of people as possible and 
3. to determine {joals and objectives based on valid needs and interests 
of potential conference attendees. 
Progrnm Plannlnfi* So Ire tin?; parttclpnnts 

When considering possible participants keep in mind the following: 

!• Ecogmphic location 

3# sen. 

A. vben the person was last on the program and in what capacity 
6* level 

7. whether the person is tnteresting, capable, has responded in 
some v;ay to requests for conference participation. 

8. whether the person is employed in publi^ or private schools. 

Thitt list is not m^^ant to be discriminatory in nature but serves rather 
to indicate the need lor a balance in participation. Too often these 
factors are not considered and later the chairman might be subject to 
some critical views. Depending on the budgety it might be useful to have 
a letter sent to principals for input* Try to know the speaking ability 
of everyone cn the program. 

A very important part of program planning for state and regional 
conferences involves the inclusion of the state chapter AAT*s and other 
groups relating to foreign language education. (American Association of 
Teachers of .•.) These groups quite often arc represented cn the board but 
in some cases they may not be. Txi;o good reasons for them to want not only 
to be involved in planning the conference but to actively participate in 
the conference activities are: 1. to stimulate action and involvement of 
these groups in major conferences and throughout the year, and 2* to 
perhaps add to their membership. 

One more thing to remember; participants should receive full in- 
Comation as to the content of cnch schcdulcc! mooting they may attend in 
order to mnl;e proper selections. 
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Session Chnirnon BtSl » 

Htcsc people preside over individual meeting sessions within the 
conference. They arc usually selected well before the conference and can 

* 

have some or all of the follovinc duties: 

1« Select a recorder who writes a svurcnary of the session for 
later publication in the foreign Innguagc newsletter or 
Journal. 

2. Be aware in advance of any and all audio-visual equipment 
needed by the participants. 

3. Know x;here outlets are, extension cords, lir.ht and temperature 
controls, ash trays, and extra chairs if needed. 

4. Have water and glasses available if needed. 

5. If a particular session is over-crowded x^ith people the- con- 
ference chairman should be notified for possible room changes. 

6. Introduce the speakers with sojiK: thing more than just a name. 

7. Help to keep the meeting program running smoothly. 

8. Assist the participants. 

9. Keep time anci notify speakers or presenters when they have 
only a few minutes remaining (this can be done inconspicuously 
with & note or colored card.) 

10. To reach a more accurate account of the people attending the 

session, send a clipboard around with a form 'ign-up sheet 
to include the participant's ncrne, language, school, and 
school district. Tlic recorder can collect this. 

11. Conduct tVic question/answer session. 

12. Finally, the session chairman should write thank-you notes 
to partic* 'jants in the session staling their specific con- 
tribution. It would be impossible for the conference chair- 
man to write all the thank-)DU r.of s and this assistance 
would reduce the load considerably. 



« 
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'lliosc involved with this conroittcc by nature o£ their offices in 
Che association arc the mcmbcr&hip chairman and treasurer. Uach will x^orU 
on this coi;u}tittcc and be responsible at the conclusion of the conference 
for balancing all financial and membership accounts. The rc2>istration 
chairwan should be the most hichly qualified person for this very respon- 
sible position. 

The registration procedure can be divided into two major sections, 
pre-confercncc recistration ard conference-day registration. 

Pre- Rent St rat ion 
Questions involvinf' nite officinls 

1, Detcrimc how many and what size tables arc needed, their locatiott, 
and the time they will be expected to be in place. Establish 
registration hours. 

2, Determint? if packets are provided by offici:Us, the chamber of 
commerce, or if some other means must be investigated. 

3, Dctonnir.c if nnr.e tn o.s are provided and if not whether or not other 
commercial possibilities will be explored or perhaps they will be 
hand mvAc, Possible items to appear on the name tags arc; name, 
school and/or district, city, if room, and language. Name Z&i^s can 
bo typed or penrod in. In either case, materials will be necessary 

to fill them out. Name tags can be made in advance for pre-rcgistrants. 
When cons;.ilcrinj; typu uf u^isne tiij>, rcmur-ber that Sv/i.'.e Itiads c'a not 
£»dhcre well to polyester materials. If they are the stick-on type 
try one out first. All printing should be large enough and very clear. 
It is important to assign people to the task of filling out nanie tags 
to assure uniformity and to eliminate tlie need for the chairman to do 
them himself. 

A. Determine bow t h e imnoy is to be handled during the conference, both 
cash and checks. Detcmune w't.erc it Is lo be kept . 

5. Determine if empty canh boxes arc provided. 

Fees 

1. A rer-.i stratinp fpo ;.hould be assessed based on the bud^.ctary tnccno of 
the' con lev t: nee. tToLxt i-.-.^es tli'S fee is partly determined by fchn LHste 
In-:^ervice i;d\ic,-'t i on Fund, Inc. It in importnnc to knew its reiuirc- 
montr, if c.wy , for in-s-^rvico fu-idinn. Rer,i cl;rntion foes, membersl\Ip 
due ; . ..n.^ olubiteir. fees are the nnin sources of rav#;nur' for tlw con- 
fi. ri.'1'.cc. . .?j 
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ncntslrnttlon nn<\ I'cttiborsM ji cont.J Prt-r>cr.i9trnMon 
Fops confc. 

2. A policy should be np,rtid upon to dctcnnine what, if any thing » 
should be done nbout adjustinr, fccG bocr.use o£:, 

a) ont!-dny ns opposed to two-day registrants 

b) non-members rcglstcrlnf; 

c) thofic who pro-rciiietcr and those who do not 

d) special {quests 

3, \;h 0 a lio IS 1 d r f . ^ s t c r ? All persons attindinp, the conference musf 
repinlcr. Vhfs includes cotninittfc newbprs, chairmen, speakers, 
discusRicn lenders, reactors, oTficers, and board members. The 
spouse or child ol a regiotrant lAay or may not be charged a 
rcjji'.trution fee, Kcjmotc speakers and banquet or luncheon 
spoakcry should already be rooistcred by the rcfiistration chtir- 
itian. 

^* hanquot, and lun c heon arc normally 

8iven"o:jly to~*senoral session speakers and to the main speakers 
at the bancjueti and luncheon. Any additional "complimentary" 
poiSons nust be agreed upon by the coniercncc chairman and the 
association treasurer. 

5. Provision should be wade for a record of members w ho arc owinp 
duos . 

6. Re funds will be given only up to the time the conference begins. 
No refunds will be given after that time. 

7. Cor.fus ton rr",ardln"^ nnvnent t If a person claims he sent in money, 
butTt v,\s not received, have hita pay v^^ain. Inform him he will 
be reimbursed after the original payment arrives. Be certain the 
treasurer receives the n.imcs and addresses and amounts for those 
who should bo rcimbur'-^ed. 

8. It is generally advisable to place all monies received for 
registration, banv-juct, and luncheon tickets into a savinp.s 
accou nt opened especially for the conference. 

Ro r. i s t r a t: i o g !■ o rn r. 

1. Determine whoa prc-regi stracion inforr-^ation should be published. 

2. Detcrrun.': i) x.'ho will print registration forms, b) wh.-rc inforwa 
tion "il'j apjicsr on them, c) when they will be rent,, and d) to 
%vhoi5i they will be acnl, 

3. IJotico nh.ould be r.ivt'a to the printers when forms nust be ready 
and to whom L'..cy snould be nailed or dcUvorcd. 

A. While il ia best to put all infovnuition concerning registration 
and ror.cn/atir.rn on one side of the page, if It is necessary to 
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Rfnlfitrallon nnO Mcrborntilp cont.: Prc'llof'istrntlon 

use the bnck aidn of the pnpc, be ccrUnln to tnnUe il* clear 
on the front cidu rhnt rnathiirn arc to turn to the back side. 

5, Tcnchevfi shouUl conpletc a registration form with such items 
included r.s nnmc, homo nddrcsfi, hone phone, school name and 
address, )nMfucip,c(3) ununht, menu selection (only if choice 
is Riven), frcs paid, rnd for what the fees arc paid, llcmbcr- 
ship fot'-.nn inif,hr also be included* 

6. Tt should bo made clear to rer.ders v>hcro chocUs and forms arc 

to he soni. find the por. tnrirlt due dat e. 

7 • Include a rinp of direct-inns if needed . 

8. The first two mailings should be cent to all teachers in the 
state regardless of mcv..bership status. Private schools arc 
always to be included. 

9, Tlirte mailings of conference mntcriai are ideal; 

a) The first nallins should be on announcement to all teacherc 
of the mcotinjj, includins place, date, general topics, 

and ether pertinent data. This raijjht be included in a 
regular state puhlicationCs). 

b) The second mailing should include advance rcsistrntion 
foiT.i5, meal information, and any new information since 
the first mailin(j. 

c) The third mailinf*. will give the individual another chvincc 
to icRister for the moetins and a final program may be 
included. 

10, Use bull; rwilinj services \/henevcr time permits. This pro- 
vides a substantial financial saving* 

PncKr!ts 

1. Dcteririno what is to bo included in the packets. Tlic following 
mlgh': be covisiderc! : 
■i) pro^ra..'., b) nr:;ic tar., c) meal ttcUcts If purchased, 
d) cvr.luacion lorn, c) survey rhoot for teachers uo 
sunc^^^'t por.ciblc niten for an upconinp, conference and 
to noiv.in-Ttc ponriblo cnndidatcs for office, f) the 
annu.il buriincr.s i. t.'Ctinr, ap^endn 
Tnc foi'ns and sheets can be colov- coded. 

?.. Dct<:ri'..iuv •.;liO will stuff packets and when. 
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RcRlstrntion find M<?nh('rshlp cent.: Prc-nen.l strntlon 

I. Dctcnninc vhnt kind ylTl. bo un.od. Consider what is durable, is 
cn«y to hnndlc, lias room for nil ncccsonry information, nnu can 
caoily and quickly be alphabetized. They nay be used to aukc 
a master list those attending the conference. 

2» nctt'r mino v?h.'.t ^tll n i^ponr on. thorn. Perhaps the card could be 
a Tiipy ot thi! pre-rcfiistration forms. 

3. DPtorpine v>ho will maUc the master l ?.s.t of those in attendance. 
This individuU can becin the lioL as soon as pre-rcfiistrations 
bej\in ci,:r.iiir, in. The list can be ported in a few st;ratcf;ic 
places for conference attendees use and can be kept in the 
l)ermaneut files for tho conference. It should be iilphabotizcd. 

WorK Crov 

1. About four months before a state conference a work crew j?hould 
be established. Determine registration hours and hov; many nued 
to work during each session. There will have to be a few v.'ho 
will miss opcainR ceremonies find some of the sessions in order 
to rcftiater the late arrivals. These will probably be the 
hardest to secure. Mciko it clear to the crew when they are 
to be on location and when they arc free to leave. Instruct 
thcin to make certain that naj.ies arc always clearly v;ritteu and 
addresses arc cojnplete with zip codes. 

Final rr o i.nr.'.tlons 

1. Have the printer raail necessary mnterials for packets far 
enough in advance so the packets will bo stuffed in a calm, 
cfficfcnt wanner. 

2. Have unifor-.n ledger sheets available that have space for all 
necessary inforKUtion. 

3. Provide pencils, pens, staplers, staples, scratch pads, and a 
typewriter if needed, 

4. Have a sufficient number of current, readable, membership lists. 

5. Have '.cv.>val cop;c'S of a list of names identifying those persons 
rccci^inj co...pliucntary ticl;ots and/or registration. 

6. Have a few copies of a list of all who have paid for or reserved 
a roon. 

7. Have ready casli available for rcgistraats paying in cash. 
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Kcp.lstrntlon :\nA Hernborshlr); Confcronco Dny 
Rcnintrntlon Dosk 

As resistriuits arrive they should be wet by a RtGctor . Tliis person 
will serve to direct the reglstirants to the proper place. Tlic grccter 
should be a professional staff r-ember in most cases. Three kinds of 
situations nonnally arise as follows: 

1. Kciiintfiint is pro-rcT,Istorcd, prepaid . If this is the 
case the rcf.istrunt is directed to a station \;herc he picks 
up the cnnfernnce packet and is free to go to the exhibit/ 
coffrre ai'CA, Signs should be large and obvious to direct 
people to the various stations. 

2. Uef;iPtran^ is pre>rof>i s tcrcd , not prepaid . The registrant 
is directed to tlie snii^e station as registrant 1. Charges are 
totalled and given to the cashier. Fees are paid at the 
cashier station and receipts given. The registration card, 
as in case i/1, is filed In the "present" file. 

3. H ev7 regis trrnts . The new registrant will be given a card 
to fill out. The card is given to the member in charge of 
name tags, charges are totalled, the cashier collects fees, 
Issues receipts, and the packet is issued. The registra- 
tion card is placed in the "present" file. 

Tlie v7ork crew should know all the rules and regulations regarding fees. 

Tliere should be aiuple room between stations to avoid congestion. 

It is a good idea for the crew to experiment with the table arrangement 

before the ccnforeace. It might be useful to have a podium on one of 

the tables \;hcrc registrants are filling out cards. This avoids the 

uncomtortablc situation of bending way over to try to fill out a card. 

Registrants should be directed to the coat racks by sign or othen^ise if 

they are not easily visible. Remember to submit an itemized list record 

ing all transactions Cor th-:^ conference each day to the membership chair 

man and treasurer. 



Publicity 
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The following: are some important items to remember in planning 
publicity: 

1. SoniGono should be in charne of all publicity and be certain 
thrt it is announced by state, city, and local newspapers, 
radio stations, t.v. stations, school superintendents' bulle- 
tins, and state and national foreign language education 
publications, 

2. The publicity agent should procure necessary names, addresses, 
and dcadliiiCft early in the planning, 

3. Foreign largunge teachers should be encouraged to invite 
their pj:inw;ipals, district adninistratorc, school board 
members, counselors, colleagues, and friends to the con- 
ference, 

4. Keep an account of expenses, 

5. A publicity tile should be kept including dates of dead- 
lines, addresses, important names, pictures, and relevant 
news article*?, 

6. If conference proceedings are to be published, ask the major 
speakers for cr.pies of their papers if they are available. 
If photos are co be included in the publications, glossy 
prints arc best and should be no smaller than 2^ x 3-i inches, 

7. It is thr* responsibility of the various coir^nittoe chairmen 

to not-ify the publicity chainaan of any information they want 
pubJ icizc'd. 

8. The publicity chairman may have the responsibility of planning 
pro-iciiistrauioa xnfor.iiaUicii notices to teachers or chat duty 
may he a.^sumcd by the registration chairman. 
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lliosc involved in the printing process arc concerned with 
rcT.i g vr n t i on forr^r> . lotttTs . nnno tnr.s nerh.iDS. tnonl tickets , pronrnm 
covora, pro^.rnM content wri^cB . and any other printed information. Tlic 
following succcytions are to be considered: 

* 

1. Printcrc h»nve deadlines to tiieet, so be certain of them, 

2. A vjrlttcn njitreewent should be secured for both parties 
rof'arfUnf]; cost, number of copies, due dates, special 
instructions sucli as a blank page at the end of the 
prot;rf-'n content pages perhaps for notes, dedication 
pages and announcements. 

3. It is best financially to have the printing done by 
the print shop of a neighboring school district or the 
one in v;hich the conference is held, if possible. 

4. The chamber of commerce may be able to donate packet 
folders to eliminate printing any. Plain folders way 
also be used. 

5. It is the responsibility of the various committees to 
determine v)hat is to be printed for them and to arrange 
for a netting with the conference chairman and printer 
well in advance. 

6. Before any final printing people from both sides should 
look carotully for errors in names, v;ords, and spacing. 

7. Be certain nothing has been left out of the program. 

8. Thn program cover might be designed by a student or 
art instructor, or someone in the print shop. 

9. The color of the program cover and content pages must 
be agreed upon also. 

10. nicrc are many sizes and designs of programs available. 
It is important to select one that readers can easily 
follov; and that is easy to carry. 

11. Pvostrooms, coat racks, ftnd snack bars may bo ir.-Juded 
on a floor-plan map if one is included in the program. 



Audtc-Vlniinl ^^^^ 

Usually one person is dulcsntci this responsibility. Student 
helpers ccne in hnndy in this operation. Request foms must be mailed 
to participants at least one month before conference tine and must have 
a postmark return deadline specified. The A-V person must first locate 
where cquipnont can be obtained and then coi.ipletc an agreement form with 
a clause about drxinfic or theft in it. Each party retains a copy of the 
.icrecraent. If convenient equipment provisions cannot be arirant^ed by site 
officials the best plan is to negotiate with i^cifihboriu^ school districts. 
Ideally, the school district of the audio-visual chairman would be in- 
volved. It is a r.ood policy to have a bad; up machine of each* type being 
used in case of cncrGency. The outlets should bo located in each room 
to determine the need for e;;tcnsion c rds. See that films and video 
tapes are in the audio-visual presentation room, arc shown in proper 
sequence, and a count of attendance is made. Find out from the site 
officials all there is to know about the P. A. system and the procedure for 
makinc tape recordinas of major speeches. Tost the P,A. svptcin thorour.h - 
in p.dv.-iTTco r.r.fl on conference dnv . Be available for sudden malfunctions. 
Establish 'bike stations" ♦it the general sessions mectinss for audience 
participants if itcnc^od. 

The followinr, cquipnent may be needed for the conference: 1. micro- 
phones, 2, slide projector, carrousels, and stands, 3. 16 jrjn, film pro- 
jectors, stands, rnd operators. A, scrcer,s» 5. extension cords, 6, bulbs, 
7. tiipc .recorders: recl-to-rcol end cassette, 8, duplicating JacUs, 
9. overhead projectors and tranr.parancics/pens, 10. film-strip projector, 
11, video- t^po recorder- -Cind oul film siac, and 12, tables for display, 
Tlu're choul'l be ;ipc.cu to utore thir» Cfjulpnont Lbc night before the 
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conference and the key avail;iblc to the person In chnrce. Pcrtnlssion 
£rotn a epunUcr should be £;rnntcd before his speech Is tape recorded. 
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Mcnls nnd Kcfrofihnentn 

This committee plnns the luncheoiii banquet^ coffee brcnlcs» and no« 
host Gocinl hour if xipproprintc. It may he that the conference chairman 
prefers to be responsible for these tasks. Of course the luncheon and 
\)an*iuct served depends on the many possibilities and cost. These decisions 
should b.o made v;cU in advance of the scheduled conference. Sometimes it 
is easier to offex only one entree, other tinies it is not« It should 
be determined i;hether or not the meal cost includes tax and gratuities. 
This infornarion is usually stated vh'^n listing the choice of menu and 
costs on the rcgistr;:cion forms. Besides being numbered, tickets should 
indicate the event they are for, the date, time, and location. Tickets 
arc paid in advance during pre-registration or at tVio registration desk 
on conference day. There must be provisions for someone or a number of 
persons to collect tickets very carefully for an accurate account. Ticket- 
takers should knov; who have received compliutentary tickets in case they 
are misplaced. An agreement is made prior to the event as to the number 
of extra ncal*; to have prepared. 

All deadlines for food orders should be carefully noted and honored. 
It should also be Unovm ho;^ far in advance the decorators can begin 
vorklng in the eating areas, should this apply, and how much time is 
needed to set up and put away tables and chairs. Hal;e it clear to officials 
if a head table is needed. Select and notify persons to sit at the 
banquet or luncheon head tabic. Be certain waiters have been instructed 
to service those at the heac^ table first arJ to clear each person's place 
promptly v/aen he is finishc*d. IIksc instructions are important at some 
regional and Jocal confc^renccs too, althoujih in thoiic instances it may not 
be as likely to hr.vc n herd tnbjo. 
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It has been noted that A bnnquot adds distinction to an annual 
meeting and enables the conference to end on a pleasant, relating note. 
The banquet pror,rnr.i nay include a speech or other cntcrtninment which 
should be limited to twenty or thirty minutes at ciost* It is best and 
most suitnblo to the occasion to present the speech in a lighter vein. 
Soiv.e groups h.ivc: the b.-iuiiuct speech or other entertainment in a separate 
roon after dinuux. (GpcaUers «»*d/or other entertaiiuiont are common to 
luncheons also.) Another bamjuet program format is the Awards Program in 
which recognition way be given to individuals whose contribution fo 
foreign laviguagc education has been noteworthy or vihosc contribution to 
the association has been significant. The program following dinner should 
not exceed an hour in length, and those participating in the ceremonies 
should be given appropriate time limits. (6) 

Planning for luncheons at re ^,1onal and local conferonccs sometimes 
involves a clean-up crew, perhaps hiring a professional culinary crev;, 
determining the procedure for getting the food, (buffet, cafeteria-style 
or othcn;ice), and perhaps a dishwashing crew in addition to otlier con- 
cerns enumerated above. 

If a no-host t;c«cir.l hour is planned, be certain to check with 
authorities nbout coot, rules and rc'culctious, vihether or not an attendant 
is provided, additional charges, and location possibilities. 

Coffee brcrhs scorn to be one of the most important parts to a con- 
ference. They {'.ivc conference people a chance to stretch the legs, rela;:, 
chat with friends, freshen up, enjoy a little refrcshmen*-., perhaps viev.- 
some films, or prepr.re for a presentation. Since this is one of the times 
when individuals arc allowed to all tail; at once, tiv.ic .-.nd space should 
be provided. For f.ofjt major conferences forty- five minutes is not too 
Jou" if r.-.orc ih.:.; 200 people arc in nt tendance, Ue sure thu coffee is 
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ready on tiuc And in a strutcgic location. I£ possible, it is nice to 
have coffco r.nd tea served both in sniall-oroup mectins sessions and 
during coffee bi'cr.Us. Avoid conccstcd areas for possible coffee locations 
to prevent unnecessary spills* It should bo determined if the luanaccncniC 
provides coffee, tea ha^s, hot water, su^ar, . cream, stirrers, napkins, cups, 
plates (paper), or disposal cans. Dctcrr-iine the cost of services, if any. 
Include the registration period as a coffee/tea time too. The main 
coffee station could be located in a convenient spot near the exhibit 
area. 

Depending on the budget, donuts or some fa::ciinil<{ ere also provided 
during coffee breaks* Rather than having the laanagcment secure donuls, 
try to find a local outl&t to save on cost. As an alternative, perhaps 
individuals or foreign language clubs can prepare pastries or something 
similar that are native to the region of the language . They could sell 
them or be rcinbursed for the cost of ingredients and labor. Someone 
would have to manage this operation too, especially if anything is to 
be sold. This idea would be a pleasant break from the somewhat familiar 
donuts. Always have a plan for any leftovers. 
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Hospitnlit y 

Hiosfc dclec.Ttcd to this coiamittce arc responsible for the decora- 
tions in the dinins arcr.s, meet ins rooros, hallvK;ys and cntry.;ays, and the 
tranr.portaLion, housinji, and ontcrtainment of guest speakers. They must 
Unow about city tours available and costs. Often hotels have this in- 
formation already. Bcfcro settinc up any decorations it ? vital to 
checU with site officials about their rcsulations, especially about such 
thina« 35 tape, pins, and location signs. Tliis couiraittce also provides 
for flo'.jcrs at the head tabic, if desired, placcwats, table centerpieces, 
posters froni airlines, sroetor signs and the like, Tlioy raust always bo 
alert to any discomforts of cuests and be ready to offer assistance. They 
should be idCiiLifiable in some way, perhaps with a "May 1 help you" 
added to their name tag. Tlioy should be certain of the welfare of all 
special guests before, during, and after the conference. 

Kntcrtninr.-.cnt 

Entertainncnt falls into several catcr.ories: for major speakers 
belorc and after the conference, for conference attendees before and 
a^t:er the con£<?rrjnco, and for the conference progr.im. If possible, thcro 
should be sign-up space on registration forns for thoje viishing to take 
available tours. Check nevispapcrs in advance for cntcrtainnent. For 
other possible Ic.-.ds .•:nd idcns check \jith site officials, the chciuber of 
coinr.iorcc, and co:r.r.iuaity clubs orGani -cd for persons interested in loroign 
cultures. Consult with progrr.n planners aboul time lintitations for con- 
ference ent.ertainr.icnt. 
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The only chinas that mir^ht be added At this point about awcirds 
other than uhat ic presented in the checklist arc; 

1. the*: a dcteniilnntion should be nndn about whether or not 
awards arc ijoinn to be presented > 

2. at vhnt tir.ic in the prograni it would be most appropriate 
to mUc the presentation, 

3. to chcci; the budgcc b'^forc invcstins in any particular 
typo of award, and 

A» to select sor.cono to photocrnph the award presentation 
and be responsible for any publicity, 

Facniclcs 

There arc always a fcv; details that ncod attmition prior to or on 
conference day. Some of these are: 

1. A sign should bo placed near the speakers station, perhaps 
on the podium if there is one, instructing them to watch 
the tinu! and petition of p.lcrophon c> These two factors arc 
important to havinrj a well-run uession. Speakers who take 
too Ions cause listeners to be more aware of their dis- 
comfort at sitting so lonfi. 

2. All seating arranccinento should be checked just before 
"curtain tine,'* 

3. Temperature controls > light controls > and squeciky doors 
should got one final check, 

A* Arrows and sir-ns directing, or informing should be in place 
by conference titr.e. Signs above or on the door of the 
actual conference meeting room help to identify it. Rest- 
room directional signs may also be necessary. 

5. \7ater pitchers and glasses should be on tables on time. 

6. Coat racks should bo available and easily located. 

7. Bo sure supplies of ncotch tape> safety pina, thumb tacks> 
ditto naotcrs, ra:!or blades for ditto corrections, staplers 
and r.ta:^lo^, ar.h t:rnyr>, and wantcbaj;kct s are available and 
in the proper placer,. 

8. Tc^blcs fur dit;plays uhculd be in place. 
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Student asslstantc cnn check many ot these items. For regional and 
local conCcrences make sure outside directional signs are posted and 
hopefully wntcr-proof. They should be easily seen while driving and 
easily understood. Always check with the proper authorities before 
posting signs on public or private property. 

Ti^oub 1 0 fjUoo \: c r n 

Arranfic to have a couple of people available at all times to notify 
the conference chairnan or coiisnittce chainncn of ari^ uncxpccfcod problems. 
Site officials and ccnmittoc chairmen should be informed which people have 
this responsibility. 
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Annual Buslnpsn Moctlnrx 
The annual business nectinc is incorporated into the profirnm so 
that all mcRibcrs of the association may have an opportunitv^ ♦•'> accept, 
modify, or reject various ciotions which arc appropriately presented, and 
to hear proijrcss reports from those charged with the responsibility of 
foi-wardinr, the association's objectives. (7) This is also time when a 
wcmber can r.it a particjlar point or iriotion to the ccncral audience. Tlic 
president should alert all corraittec chainnon and board members who arc 
expected to deliver reports to the wembcrship. It is important that 
records of this wectins be kept just as the regular board mectinc minutes. 
It micht also be appropriate at this time for the president to introduce 
board members to the association. The business meetins should be held at 
a reasonable time when a aood attendance fifiure is adequately assure^ . 
A written ascnda should bo included in the refiistration packets not only as 
information but to encourajjc nttcndance. 

Prc-Confcrcnco CGt''Tor.othcr 
llore unlikely than not, is the possibility of avransing an informal 
j>et-toi,cU;cr witk conference participants sonctJnc, someplace, before the 
conference. 11\e tollo-.jina are possible activities that could occur: 
1. Participr.ats and chairpersons could r.^cet each other and plan the 
organiac-'tion of their sessions. 2. Copies of the prosrara '^ould be dis- 
tributed. 3. Efforts to unify the association in a teaia-likc fashion 
could be fnciUtutcU. 4. With more people Imowing each other baforc the 
conference, the crc;»ter tl;a ch:;nce for a smoother conference. 

Ev.jluiViivon 

A few su:.,;t'::f.3.nnii could bo atlded to those in Ihe chockliatj 

1. Uv.iluation is one of the i.vin nonrc.^s of tecUhach froir. 
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conference i\ocv^ that determine if conrcrcncc i^oalB and 
objcctivofl were mot. 

2# There is often a problem insuring n good return of 

cvnluntion forns in tcmis ol* pcrccntr.f>e of those attend- 
ing. Announce at the opcnivip. cession that evaluation 
forms are in the rcsistrntion packets and ♦.inhere they 
can and should be deposited. 

3. Remind people tovK'trd the cud of ihn f!onferenc<^ day to 
fill out the foiin f?,nri vny others th.it stiJl need c^m- 
pletion. A few nlnutes could be provided in the coii- 
fcrence to complete any fortns. 

4. Provide hiSi conspicuous boy.cs for collection purposes. 
Label them \;ell and cover thc;n with bright contact 
paper I for exainplo. 

5. lie f;ure the items listed on the forn arc clear, contise, 
and to the point. Make it easy to tally and be rure 
someone remains after the conTerence to help with the 
tally, cr arrange for a later session. 

6. Note £ll conn.ients and/or suggestiovis, Tliis is a tedious 
Job, Co be sure, but so worthwhile to the confcrancc 
cosnmiltec both present and future* 

7. Uemombcr that in some states it is mrinflatory to provide 
evaluation results to the stnt^ in-service education fund 
cumrn<ttee in order to receive funding for conferences, 

8. The conference chairman may want to have a session v;ith 
conference leaders aftervnnrds to exchange reactions. 

9. Prepare final conference report based on Roals and 
objectives. Include evaluation tally and personal re- 
corxuenda Lions. 



Publinhed Froccedincts 
Be certain all recorders or session chairmen submit their reports 
to the editor of fhe ♦orc:(;n languaf;c newsletter or journal by the dead- 
line set for entries. Remind someone on the publicity cor.snittee to 
secure Ueynnto sp^^t^chen if possible. PubUi;hcd proccedin{:;s will partially 
conpr:ni;ate the cvi r-prr^oent frustration of participants who v;ish to 

attend all of thu jrvral.tr.:., u'any of wiach occur i;i:::uU:;neoucly . (8) 
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Chapter k 

mzmiX AMD liKCOMI.lEWDATIONS FOR FURTHER STUDY 

Organizing und managing a conference entails a great amount of time, 
effort, dedication, and fortitude no matter what the circumstances may be. 
Surely, a foreign lunguogy teachers conference ic no exception. It re- 
quires the work of many people with good ideas in order to make it a 
success. There is often a renewal of the trusls and friendships built 
through the years when one is in the so»uetime8 difficult position of 
calling upon individuaJ.s to serve in borae capacity. The feeling of com-!* 
radcship can comfort the chairman as day by day the event comes closer to 
reality. 

To be sure, there are countless times when this feeling of comraderie 
never consciously falls upon the chairman and planning committees because of 
lack of rime and true organization. There are times too, when leaders more 
or less experience a wave of panic and frustration prior to and during the 
actual conference. It was with the intent to hopefully avoid or lessen the 
intensity of these anxieties that this guide v/a? written. The experience 
of writing it provided an example closely paralleling that of planning a 
major conference as has been described. The misgivings and temporary hard- 
ships in its development were reduced considerably due to the continued 
encouraec'inent anl assistance of the people involved in its creation; the 
author's parents, teachers, advisers, friends, colletgue.': , both in the state 
and throughout the nation, and the Lake Washington School Tistrict which 
financed the trip to the nationol conference sponsored by ACTFL^in Boston, 
in Hovcmbor, 1973. All were instrumental in as&iu*ing the completion of the 
project. 

* ■ ■ * 

lAmericjin Council on the Teaching of Foreign Lan.Huagec 
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As to recommendations for further study, it has been determined that 
this guide is not in final form and is subject Co changes, deletions, and 
additions by future conference chairmen who vush to benefit from its 
usa^e. The cover is dcsl£ined to facilitate easy v)ithdrawal and addition 
of paces. It is hoped that the guide will be a beginning to efforts in- 
tended to improve the dRvelopment of foreign language teachers con- 
ferences In this state and perhaps indirectly it will serve to improve 
foreign language education. 
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ciincKPOtirrri ron i,0(v^Tit:n conrnnnncE site 
AUD immMTp f;i:r>Sj.o:i\s v?ira srn: ornciAi^ 

T^ocntlnr*. Kite 

1. Friorlt:i::c needs 

Identify jiostsiblc siCcs-<lL la best to take someone along if 
possible wlien chccUinc potential sites.) 

C hecl; locr.tlon of pr.st conlercnces, ask for ideas, 

c heck yellow pr.scs of telephone directory 

I n i nl.TlTii 'I u i r l or. Dv i rln?, Obr.orvntlon s 

1. Is the site centrally located? 

2. Is It fairly easy to find? • 

3. lb It larsc euoush to house the number of expected i^uests; 

4. VJliat axe the conference and guest rooms like? l!ow Is the 
sound-proof Inu In the conference rooms? 

5. I'Jhat are the guest room rentals? ..^.^ VJliat is the rental 
agreement for conference rootas? 

6. VJhnt are the eating f%icillties besides for conforcnccc? 

7. Vhal is on the menu? 

8. What are the current rates for conference luncheons and bai\quets? 

9. Can a block of rooms be reserved for guests? 

10. \^hat is the provision for audio-visual cquipmont? 

11. vn\nt is the scnting capacity in different arrangements for the 
general session, break-out, and dining areas? 

12. Check the porking facilities. 

•A-.v/nV ])q i>it. c'' r.crlbc the nj>pro>:imnte progran^ outline based on 
past ^'onicrcnccs: number .ittcndins, nvinber and «i?.e of rooms 
needed, length and time schedule of conference. 

Knoi the datf and time moot of the group '.nil arrive and depart. 

•.•.••.v.v-.v If the site la later .-{;rcfd upon, obtain a v;ritten agrcewont 
sir,nil>/ng roiu'i rv.v.tion of date. 
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Second l!ftoHn!; (after site has been determined) 

1. Ucvicw initial observation topics listed above* 

2. Check out conference rooms a&ain and obtain entire floor plan 

of SiUIC. 

3. Ask about decorations limitations} tape usaGc and informatiw^nal 
and Uircctional. sisns. 

4. AsU nbout photo-copy service. 

5. Can outdoor and indoor reader boards be used? \vlio makes the 
arran(;cncnts and vhcn? 

6. Inquire about coat rack facilities. 

7. UMiat space is available for rcaistratlon tables? 

8. Check to sec about room partitions, air v;alls, etc. 

9. Is there any fiuard service (for exhibits maybe)? 

10. Hoy far in advance should room rental registrations be in? 
Does the rnrtnr.cewcnt provide the cards and handle all room 
rentals? Arc there any discounts after a ccitain number of 
guests have registered for rooms at the site? 

11. Bei;in to final ir.c scatins arranscraonts. Arc c>;tra folding chairs 
available? 

12. Ask about viater pitchers, glasses, ash trays, and waste br.du'i-s. 

13. Do they provide coffee brea!; service? Arc coffee, ton bags, 
and vKiter, cream, cups, stirrers, and napltins provided? Arc 
coffee and Lea ai:.o in mceling rooms at all times? 

14. Can linhtn be dimmed or parts of the room be darkened in the 
general session area? 

15. Be sure to plan for exhibit space, both commercial and teacher- 
prepared. 

16. Ask if they provide cni>ty cash boxes, nrme tags, conference 
folders, or typc'.7ritcrs for registration. 

17. How lonj; does it t.-iUc to set up and put away dining equipment 
if room is to double as a r.iucting room? 

10. Is a hv::.\ t.iblo inwlvidcd in cho dininn nrranricmcnts? Are 
ccntrrpicccjs provided for any of the tr.bl.cs? 

19. U'hvit l-.inJs of enter tninncut i'.rc provided at and near the 
location? 

60 
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« 

2 0, VHiat about the no-host social hour? 

7 .1, Ahrays chccl; to flce if it is alright with tho wnnnfijmcnt if 
anythins ununual ia planned, i.e., cooking demonatrntiono in 
carpeted rcouta, dancing lessons « and similar activities. 

Some of the above itcn.s can be discussed at later mectin&s. Any 

• further n;cctinr,i> vull be necessary only to double cUo.cU on all pre- 

arranficd items i:nd anything nev; that might cir.crgc. Do certain to obtain 

a written contract of all transactions and agreements. 
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The frsnan ua Chc Collouing pages can be ^/AuCo-coplud for use by 
i'ukui:o conrciTtuKC imd couintiktcc chaivmcn. Of coiu'so, adapt%nCions can be 
laadc t:o better suit their particular needs. It is hoped thccc iCorms 
will help to case, speed, and orgnnizc the plvtnnins process for chairmen. 
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id 

The followlnp, i» a listius of people connected in any way Co the 
conference planning: 

Nnno Addrcns . Phone T.one. Common t n 



Vr;;V;V;V^;;•;f^•^;^^^•^^•^^•^^-;;w/:V"V^^•V;^;^V^^^^^ 
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CO: 'ilim 1 CATI 0?} lUXOlPn ? tetters nnd Tclcnhone Cnlls 



llif followiua record La dcniQwoA to iiacilikato prompt attention to 
all cou'nunication lor the con£cr('ncc. 
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BUDGET nKPOTf 



The follotiins 16 nn itcniscd listins of tneomfl roeoived for tho conference: 
FrcCT I ten & Oitnntitv Cost Date 



m] mi mimu 

Sxpcnscn 

Tlic followins is m itemised listinii of expenses paid for the conference: 
yc Iton & Ounncitv Cost Dnte 

f:7 
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conrni:::«cr. :ii:r.TST:\vfion i: ?r:;iu?:nsnT.p nr.ci-ipTS 

Fill in the sjKiccs bclo'.j nnd check citlicr U or M or both, 

Kninc Address U U Cost D.'^tc- 



Vo be unc-U by confrveriC( cluiirnnn in the cv*.- ic r.ny vcr.inLrc.lion or r.<.T.;bc:r* 
ship fees r.rc r;;n IcU to lun\ inj:to;id oC L.^.^t correct .v.ldror:n* 
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conrnr.nNCE Dini-CTor.Y of niosrc ik attendance 

The fol1o'.;lns director/ is provided for those in attendenec in 
order to promote continued efforts to share problems and ideas in foreign 
lan&u&r>e cducrition. 

Wane School l< Address Ctty--2tp Lanr.unnc 



To be posted la utratc^ic conicrcncc locations. 
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PnE/POST TCACIlEU-PRKrAUATIOM SUUVFA' OF mcllEUS 

attj:i;oi:;g i:d::o:{ds spuikg uegioual co:.Ti:m:iim: 

>L'irch 15, 19 74 

The purpose of this survey Is to determine the extent of prc-scrvlcc 
and in-setvicc trnininf, those of us in the profession hnvc received so thnt 
we night have a iirwcr b.ise from which to judco the needs of the mcrahcr- 
ship in terns of v^hnt the professional orjiiinizntions can do to assiat 
teachers in the state. 

Name School Lanp.uartc(s'j 



1. VJhen did you receive your first decree in a foreign lansunsc? 19 . 

vrncrc 

Colleoc Location 

Lanf.uAiie 

2. Was your decree in Education? Arts and Sciences? O'Jicr ? 

3. Hovj many total years have you taucht Foreign Lansuagc? 



A, Besides your v.iajor field (languase) what other lancuagea are you 
coiapetcut in?_ , familiar with? 



would U could teach probably v;ouldn't 



have a slight Uriowledge of? 



teach wouldn't and couldn't teach 

5. Did you reside in/travel to the (a) country of your chosen language 



before you began teaching.? « aftcr?^ 



yes/no yes/no 
6. What post-graduate training have you had directly related to your 
foreign language teaching position? 



7, When wr.s the last tisne you took a course or workshop directly 
related to your foreign language teaching position? 



6. i.'hat basic text(r.) are you currently usiug? 



Would you be interested in attending nini-v;orl;shops set up regularly 

in this region In various locations? Yes V*o l layha 

10. Would you profnr :i S«turdny ';orUshcp? Weekday afternoon? 

Cvcnin,'.? Af tcrnoon/r.vcning? Other? (Plcnse specify.) 

ERIC 
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11, What typns oC procrama would interest you or maybe your coilcacwcs? 

Put fl chccU by your choices* Put nn by these of pnrtlculnr ititcrost . 

a. sec i nr. other tcichors • successful techniques .ind laatcrials. 

b. ^^Inlormal conversation practice in the Lmsuajje (no instruction). 
€• fore inn cooking lessons. 

<1, v tcv;infi ft reicn-lansuase filas (wovics). 

c. folU'dancinr. lessons, 

£, ^__^forelgn handicraftr* "(iiinking forci{«n holiday decorations, 
traffic uisns, public signs, model Lif fcltouers, puppets, 
theater 8ii;n posts, etc.) 

g. audio/viHu.?l techniques: inaUins slides and filmstrips, video- 
tape rucordings. 

h. lanr.uase camps. 

i. foreign custo:ris, traditions, holidays, travel tips. 

J, c ulture v;ith a capital C; music, art, literature, draraa, etc. 

U. languaae- skill proficiency updctinfi. 

1, foreign' lanfiuaac club activities. 

m, dctorr.»ininfi course /proarfuii co^^'ls and objectives. 

n. p lnnninr. and dcvclopina foroiRn-eKchanije stud^^^nt/ teacher 
procraws. 

o. study- abroad progr.uns, 

p. cicnrlnnhousc for disseiainatien of n.ntcriala; information 
on v;herc to write to request for materials. 

q, v ?inG- taming pcirties designed to Qct to know one another 
better??) 

r, ^^olitics in foreifin lansu.icc education. 
8. o >hcv. 

Thank you. 
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WAFLT spniHn nKr.To::AT. 197A 

Lynnuood UL\\h f:chool 
E VALUATIO: ? 

Tlic Stntc? In-flcrvicc Cor.niLli'e rtvjviosts nn evnluntion of t;hln conference 
as pnirtinJ rc iuivcr.'.pnt for ihc fundins of fuuuro conferences. We than!; 
you for your cooperation in cm;vi>lctini; thia forra. 

Plc;sfie rate the foUowiuu by clrrlin.fi your choice. 

VERY GOOD GOOD FAIR POOR 



VII. 



XV. 



1 2 3 A 

X 2 3 A 



I. Total Co-:<rvr^^ro: 

II. Prc"rcf;i ntr.-M ion nrocr(!urpr,; 

III. Todry'r. vr^l nf.rr.Clon nroccchirpn; 1 2 3 A 

IV. Ko.vnol-c AfUlrc fis; 

V. Cof rcic/Cnnvorsntion broriV.s ; 

VI. Di»pU'y tr.tnrlnls; 



X 2 3 A 

X 2 3 A 

1 2 3 A 



"Ho'.) Co you posnlonp; 1 2 3 A 

VIII. Uinchoon; 

IX, Pnncl Dincusnton; 



X 2 3 A 

X 2 3 A 



X. MT socl - lonn; 

Uhich did you .-ittcnU?. 



X 2 3 A 



X 2 3 A 

X 2 3 A 



XI. Confcvcncf? tlr.o i;chnthilc ! 

XII. Phvr.ic:^! ;;rrr.r/'f:nrntr. ; 

XIII. CnncUuMn". Bocnion; I 2 3 A 

XIV. Topics c.n'\/or d i r.nl nyr./r>rcsrnt:.-tlo'.-.:^ you fov.nd r.ont wo rthy of 



vni.it r>oro t.!.o r.tro n^' nr »rnU nolnts of thn cnnforonco In corn>nrr'-.jn 
To others vmt !v vf "ttcnclf':!? 



XVI. Lansuact.*(s) currintly tcachins: 



Institutiour.l level of instruction: 



72 




Append!}: Ill 




LE'rrKR SUIT TO 

STATE Foiiiiic:'; LAiiGUACK slipnuvisous 



73 

ERIC 



Way 13, 1974 



Dear State Fnrei'{;n 1,nncunse Supervir>or: 

As partlnl fulfillnont for n Mastcrj5 Dogrec in Education at Seattle 
University in flcottlc, Wnfshington, I nrn in the plnnninp sLngt'S of a 
currirulu;: nrojcct, 1 h*ivc been a junior hij^h nchool teacher of Geriiuin 
for t!ie p.i'^t ncvfn yo.nTf vxxA recently completed n two-year term of office 
as recording secretary for the Wcishington Aysocintion of Foreign i-ongutngo 
Teacherr^t In planning one of our spring regional conferences Irst M?rch 
15, and in pTr.nninA this year's state fall confcrfuicc October 11 and 12, 
I am wore %wr;ie of the need for a written document on record in our state 
for future f?tate, rofjional, and local conferences to help in planning such 
events* You undoubtedly are aware of the work involved in planning confer* 
cnces, Pc:ihapi3, too, you are nv;are of the fine document on file with IILA- 
KillC vjrirtcn by Uobtrt J* LudwiR, Mont Pleasant Uieh School, Schenectady, 
Hew York I entitled, U evelopi ^^^^ ^ the Str>to ror el.un J.nnf;ua>;e Associ ation ♦ 
Tnis docutncnt includes several paf,es devoted to the topics mentioned abovct 
15y intent is to expand on the topics to provide a wore detailed guidebook 
for state, regional, and local foreign language conference chairmen pri* 
narily for the state of V?ashington but v;ith the hopes that the completed 
work can be of use in all states* 

It is i?ith this in nind that I seek your assist?,ncc. Would yo%i 
pUase send no a copy of any i?rittcn guidelines for your state, regional, 
and local foreign lanr;iMgc conference chnirit.en either from your office or 
from the prcsic'cnt of your state association of foreign language teachers 
as further tn-^r.r.s V.c : y ror.circh in this area? It; pay.ient for the 
postage, I v;oalu be hap;>y to send your Association a copy of my project 
after its ccr/plction dnte of July 31, 1974, at your request, 

I would appreciate hearing from you before JUUC 15, 1974, if possible • 
Thank you for your coopcrationt 

Sincerely, 



Patricia Campbell 



